)
Approved Fordelease 2001/09/03 : CIA-RDP79-011474800300060002-8 g? M
i L ; !j

%‘“~T5r T = . . S
JCS Deelassification/Release Instructions on File (%?’ﬁfwf _.
. 9 £ £
Bubjeets Establishment and filling of editorisl pg‘”@ﬂ ‘ ;};_ } ﬁlj’ j
secretaryship, JISPB. c (h%f < i
L7y = g
Tos Chlef, Administrative Control Office {xp%é! §2 “r I j{& ”
Office, AC/AS/Intelligence, Hg AAP Va M ¥

Attention: Mise Virginis A. Wright %» ﬁ! ;ﬂf !ég
: A

1. 1t is requested that an editorisl secretary position
(CAF-5) be establighed end allocated to JIEPB under the quota es-
tablighed by the AC/AS Intelligence, and that a qualified editorisl
sscretery be furnished to fill this position.

s Nature of position:

&. Assists Editor-in-Chief in whatever secretarial and
editorisl duties sssigned, to insure meeting chepter deadlines.

b. Performe stenographic work end typing for the
editoriel section, as required.

6. Asalsts in final preparstion of editorial manuscript.,

4.  Assiste editors of chapters containing geographic
informution in checking tabulations, figures, s=pelling of
place names, references, etoetera,

¢, Aesints In mainteining the editorial library of
cherts, plans, and figures; and supplies the editors with these
a8 needed, _ v

f. Becures for the editors such reference masterisl »
from the contributors or other agencies, ss they may require,

£+ Under the supervision of editors, checks dummy
meke-up for proper figure plecement, proper text contimuity,
etoeters.

3. Qualifications for positiong

a. Able to type nest copy, well orgenized, and suitsble
for photo reproduction.

b.  Ability to teke dictetion at moderate rate is desirable
but not sssential.

6. Bhould have some office experience in genersl secre-
tariel duties.

d.  Must heve prefersbly = full college mejor or at lesst.
& minor in geogrephy from a college or university of recognised
geographlic standing,

e, Musi have additionsl collegs course work in related
fields such as history and economics.

f. HMust have above-average scholastic record.

€  Should have moderste reading ability in st least one
msoderh foreign lengusge.

he  Bhould be fitted by temperament to work harmoniously
in editorial office.
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b The need for this editorial secretary is urgent.

Pord L. Bettles
Major, A.C.
4=2 Yember, JISPE

This decument Is part of an integrated
fin. M separated frem the file it must ba
ted fo Individual systomatiy vaview,
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